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Chief, Medical staff 


Chief, mn&gemeni staff 


cords Management 


1* As indicated in mp discussion at the SCI "seating of 
6 August, there follows a suasnarT of the Major areas for poten- 
tial accompli shmsnt in records management activity in your 
Office* 1 feel there- is a great deal to be gained from, this 
program* fty purpose at this tisas is to indicate the areas where 
further work is needed rather than to review overall accomplish- 
mnt. I am doing this from a general knowledge of your program 
but without detailed information n your operations or the acti- 
vities of your records officer* 

Records Creation s An inventory and analysis of reports has 
teen completed? but measures should be taken to establish a con- 
tinuing control and to provide for the periodic reappraisal of 
reports, deque sis for feme are channeled through your records 
officer* However, it appears that he will -require more training, 
a® well as more tint, to perform the review and analysis neces- 
sary to- develop the most economical and efficient forms* A survey* 
should be conducted to determine whether measures are needed to 
improve the quality of correspondence and to reduce its cost* 

Records i&intanancq : The studies of filing operations, re- 
cords systems, and mail control should be continued. The changes 
you are now in the process of making point up the value of such 
studies. 

accords disposition t This phase of the program got off to a 
f ood start more than two .years ago in that an inventory of all re- 
cords was faade from which a records control schedule was prepared 
and approved. One of our staff ambers is presently revising this 
schedule at your request. As of 30 June 19.56, Medical Staff had 
i$H* cubic feet of records in the Center* This amount of material 
would require *7,536 worth of filing equipment if stored in your 
office, and about 216 square feet of office space. However# I feel 
that a continuing and corsplete application of your records control 
ac .edule would result in retirement of more than the 23 cubic feet 
of records sent to the Records Center during the oast fiscal year. 
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vital reatertala s Ibe review of schedules and the timely 
deposit of materials should be continued. 

2. I feel that the records created by your Staff are parti- 
cularly important and that their proper «mnagemnt requires con- 
tinued attention* Ths Record# Management Staff will continue to 
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to discuss this with you 
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